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PERSON SPECIFICATION
Tax Manager

Vacancy Ref: 

	Criteria
	Essential/ Desirable
	Application Form / Supporting Statements/ Interview 

	Proven ability to complete complex VAT returns in a partial exemption organisation, preferably in the HE sector.
	Essential
	Supporting Statement/Interview

	Tax qualification or qualified by experience.
	Essential
	Supporting Statement/Interview

	Experience of Annual Adjustments for VAT and CGS.
	Essential
	Supporting Statement/Interview

	Knowledge of other taxes, including IR35 and the annual PSA.
	Essential
	Supporting Statement/Interview

	A strong communicator to build excellent relationships and increase the understanding of tax matters with a range of colleagues across the University.
	Essential
	Supporting Statement/Interview

	Proven ability to provide training both in person and over Microsoft Teams across the institution to improve VAT knowledge.
	Essential
	Supporting Statement/Interview

	Knowledge of complex accounting software to ensure that tax is correctly accounted for. Regular review to ensure accuracy and ability to provide advice for input of VAT when required.
	Essential
	Supporting Statement/Interview

	A working knowledge of VAT reliefs available to Universities.
	Desirable
	Supporting Statement/Interview

	Previous experience of leading a small team.
	Desirable
	Supporting Statement/Interview 

	Flexibility to change priorities at short notice.
	Essential
	Supporting Statement/Interview




1. Application Form – assessed against the application form, curriculum vitae and letter of support. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence e.g. award of a qualification. Will be “scored” as part of the shortlisting process.  
1. Supporting Statements - applicants are asked to provide a statement to demonstrate how they meet the criteria. The response will be “scored” as part of the shortlisting process. 
1. Interview – assessed during the interview process by either competency based interview questions, tests, presentation etc.
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